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Go to:  Manager Self Service > Time Management > Report Time > Timesheet 

View, Report, Approve Time for your employees 
 

Follow the steps below to view time your employee(s).   

 
 
This is how your landing page will look like: 

 

1. On
 

ce on the landing page, you may search your employee(s) by these options: 
By Group ID – (preferred Option) Use this to pull every employee(s) who are i
this group.  Then you may select individuals

n 
 from the return list.  If you do not 

know your group ID, see your timekeeper. 
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Other Options: 

• By Employee ID – Use this option if you wish to select one individual at a 

 
and 

 
and 

then the rest with lower case. For example: LAURA should be “Laura”. 

time. Don’t forget to put the 4 leading zeros. 

• By Last Name – Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter 
then the rest with lower case. For example: SMITH should be “Smith”. 

• By First Name - Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter 

 

Date FIRST DATE of the current pay period

 
2. In the “View By” field, select: “Mon-Sun” 
3. In the “ ” field, select the .   
4. Click  

If you hit the “Enter” key on your keyboard, it will not do anything. 
NOTE: The return list will display ALL employees in the Group ID that you have 
selected. 
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5. From the return list, select on the name of the employee that you wish to view. 

 
Once you click on the employee’s name, it will take you to the Timesheet page. 
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n this page, you may view

On the Timesheet Page 
 
O , report and/or approve time for your employee. 

 to 
e “Date” field and enter the current pay period begin date. Then click “Refresh”. 

 

 
Once on the page, it will take you to the first day for which time has been entered. Go
th

 
 
NOTE: The default view for this page displays a week at a time. You may choose to review 
for the entire 2 week pay period. To do so, go to “View By” field and choose “Time Period”.  

dy to approve the time, select the row(s) that you would like to 

eft of the date 

, cl o h  checkbox again or “DeSelect All” 
. Then click on 

 
6. Review the time carefully 
7. If you wish to make any corrections to the time, you may do so on this page 
8. When you are rea

approve time on 

• To select individual days, click on the checkbox  to the l
• To select everything, click on the “Select All” hyperlink 
• To unselect ick n t e

 9
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NOTE: If you click on   or if you do not approve the hours, it will no
processed by payroll.  It is your responsibility to notify your employee or 
timekeeper immediately of the

t be 

 situation. The system will not do anything other than 
hange the status to “Denied”.  

he following are special instructions for navigation on the page: 

If you have selected the “View By” Week: 

c
 

T
 

 

take you the previous employee from the 

ill take you to the next employee from the return 
values on the search page. 

If you have selected the “View By” Time Period: 

 

• “Previous Week” hyperlink will take you to the week before. 

• “Next Week” hyperlink will take you to the following week. 

• “Previous Employee” hyperlink will 
return values on the search page. 

• “Next Employee” hyperlink w

 

 

k 

 To see the next pay period, click on the “Next Time Period” hyperlink 
 

 

• To see the previous pay period, click on the “Previous Time Period” hyperlin

•

 
 

• To add a row, scroll all the way to the right and click on the “+” sign  
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• To delete a row, scroll all the way to the right and click on the “-“ sign 

• To view the total of hours per day and per week, click on the hyperlink below: 

 
 
It will then expand the details: 

 

• Click on “Return to Select Employee” if you wish to return to the search page 
listing. 
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e(s) time from the previous steps. You may approve ALL time for the 
ntire group. 

o to:  Manager Self Service > Time Management > Approve Time > Reported Time 
 

Approve Time in Mass 
 
Use this option only if you have not approved the time yet, but you have viewed 
your employe
e
 
G

 

his is how your landing page will look: 
 

 
T

 
 

Once on the landing page, you may search your employee(s) by these options: 
By Group ID – (preferred Option) Use this to pull every employee(s) who are i
this group.  Then you may select individuals
know your group ID, see your timekeeper. 

n 
 from the return list.  If you do not 
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Other Options: 

• By Employee ID – Use this option if you wish to select one individual at a 

 
and 

 
and 

then the rest with lower case. For example: LAURA should be “Laura”. 
 

time. Don’t forget to put the 4 leading zeros. 

• By Last Name – Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter 
then the rest with lower case. For example: SMITH should be “Smith”. 

• By First Name - Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter 

 
 

• In the “View By” field, select: “All Time Before” 
• In the “Date” field, select: The FIRST DATE of the Next pay period.   
• This will se e t upl c  all time for your employees in the Current Pay Period.   
• Click  
• If you hit the “Enter” key on your keyboard, it will not do anything.   
 

NOTE: The return list will display only those employees who have reported thei
hours, that now require your approval. If you do not see an employee that you 
expected to see, it is possible that the employee d

r 

id not report any time. To verify 

Go to:  Manager Self Service > Time Management > Report Time > Timesheet 
this, go back to the beginning of the instructions.  
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he page will look as follows if there are time waiting for you to approve: 
 
T

 
 

e the 

Timesheet Page under “View, Report, Approve Time for your employees” section. 

From the return list, click the “Select All” hyperlink and click on “Approve Selected” 
button if you are ready to approve ALL hours for ALL your employee(s). To se
details for each employee, click on the employee name. It will take you to the 
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o to:  Time & Labor > KC Time & Labor > KC Report > KC Time Entry Report 
 

Run Time Entry Report 
 
G

 
 
This is how your landing page will look like: 
 

 
 

• 

new run control – Skip this if you already had a run control (go to the 

l as you wish without spaces. If you need to do spaces, 

Click on the “Add” button 

Click on the yellow “Search” button  
This will tell you if you had an existing run control.  

o If you had no run control - “No matching Entries Found” 
o If you had only one run control - It will take you directly to the page 

 o If you had multiple run control - Select the one that you wish to use 

• To create a 
next bullet) 

o Click on “Add a New Value” tab 
o Name the run contro

use the underscore 
o 
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• Enter a valid pay period begin date 

• Enter a valid pay period end date 

• plid field 

• roup ID field 

 On the Server Name field, select “PSUNX” 
 

Add all employees that you wish to run the report for in the Em
Once you tab out of the field, it will remove the Group ID field 

Add all the groups that you wish to run the report for in the G
Once you tab out of the field, it will remove the Emplid field 

• Click on the “SAVE” button at the bottom 

• Click on the “RUN” button at the top 

•

 

• 
The button will take you back to the Time Entry report page 
Click on the “OK” yellow button 
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• Click on the “Process Monitor” hyperlink 
 

 
 

• Click on the “Refresh” button until the Run Status says “Success” and the 
Distribution Status says “Posted” 

 

 
 

• Click on the “Details” hyperlink to retrieve your PDF report 
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 Click on “View Log/Trace” hyperlink 
 

 
•

 
 

• Click on the PDF hyperlink 

• Print your PDF if needed 
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